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; Adjustment of Year-End Annual Leave Limit - 

: Mono for D/Pers 1 Apr 75, 

same subj . 


X. It is regretted that it has taken so long to respond to your 
request, but we wanted to be sure that you are receiving all the leave 
to which you are entitled. 

2, While it is unfortunate that your travel voucher was not pro- 
cessed until February 1975 and you were not aware of your exact annual 
leave balance, such acts in themselves do not constitute administrative 
error find cannot be used as a basis to restore your carry-over balance 
to 360 hours. As you have pointed out, it is the responsibility of the 
employee to manage and police his own leave account. 

3. A review of your travel voucher for home leave in July and 
August 1974 indicates, however, that an administrative error did occur 
in the computation of the number of hours chargeable to you for annual 
leave. According to your voucher you were charged 48 hours of annual 
leave when the correct charge should have been 40 hours, the other 
eight hours chargeable to travel time. Your leave record is being 
adjusted, therefore, to reflect the correct charges and to increase 
your carry-over balance to 357 hours. 
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Al, 

Based on the OF current practice 
for charging a full day of home 
leave for any day on which home 
leave travel is performed, regard- 
less of the actual number of travel 
hours or the actual number oSSlAMTL 
hours, it would appear th^TumberoJ| 
hours of leave taken hyHjHp 
during his home leave wom^D^as 
follows : 


12 Jul 74 

8 hrs HL 

13-14 Jul 

Weekend 

15-19 Jul 

40 hrs HL 

20-21 Jul 

Weekend 

22-24 Jul 

24 hrs HL 

25 Jul 

8 hrs HL 

26 Jul 

Travel 

27-28 Jul 

Weekend 

29 Jul - 2 Aug 

40 hrs HL 

3-4 Aug 

Weekend 

5-9 Aug 

40 hrs ffL 

10-11 Aug 

Weekend 

12 Aug 

EOD 



In terms of pay periods this wo 
be 48 hrs of HL for PP 16, 7 
of HL for PP 17, and 40 hrs of AL 
for PP 18. According to notation 
oi^h^attached Form 1082, Mr. 
HHHHfor some reason was charged 
ar^fdcm:ional 8 hrs of AL for^ER. 17J., 
The adjustment to his leave w&3 A MI|J 
made in PP 3 of the 1975 leave year 
and reduced his leave balance to 
349 hrs. If I am correct in the 
above computation, his balancS T ATIl|j 
should be 357 hrs. I would appre- 
ciate confirmation at your earliest 
convenience in order that I might 
forward the attached memo to^Mr. 
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